— ALLW@RLD

bosel
Project Management, LLC

HHHHHHHHHH
YYYYYYYYYYYY

SHELBY COUNTY DPD
DEVELOP 901 CITIZEN PORTAL
TRAINING INSTRUCTIONS






https://aca-prod.accela.com/shelbyco
https://aca-prod.accela.com/shelbyco







Provide License
Number here

Name of Business:
one if no LP exists.

*Address Line 1:

Select License Type

Address Line 2

*City

Home Phone: Mgobile Phone: CI |Ck Save

Discard Changes

If you clicked Look Up. You will need to select License Type and enter in the License Number just like the
previous instruction. Then Click the Look Up button at the bottom.

Look Up License

License Type: License Number:

—-Select—- - If Homeowner, enter 00000,

First: Middle: Last:

Enter nane if no Enter none if ne

Name of Business:

Enter none if no LP exists.

Business License #:

Address Line 1

City:

Discard Changes

Once you add the licensed professional you will get a message stating “Licensed Professional added
successfully.” That license record will be in the list below and attached to this application.



Licensed Professional List

To add a new licensed professional, click the Select from Account or Add New button. To edit a licensed professional, click the Edit link. To find a licensed professional, click the Look Up button.

¥ Licensed professional added successfully.

Showing 1-1of 1

cense Number License Type Contact Name Business Name Business License # Home Phone Fax Action
B0000036 Contractor DAVID E. MOORE :;%‘COD} Clelelds e 111000215 9014652128 9013838170 Edit Delete

Step 5 — Adding contacts to the application. This application requires an Application and a Billing
Contact. The Applicant is the primary contact person for this record and the Billing Contact is the person
to whom bills should be directed for the annual renewals. They can be the same person. You can either

select contacts already set up for the account as part of Account Management (covered in another
tutorial) or Add New. For these instructions we will Add New.

Contact List Click Select from Account

To add a new contact, click the Add Contact link. To edit a contact, click the link next o

Or Add New

Showing U~

First Name Last Name Business Name Contact Type E-mail Action

No records found

Continue Application » Save and resume later

Select Contact Type. Applicant, Authorized Agent, or Owner and click Continue

Select Contact Type

*Type:

| --Select-- v I

Applicant

Authorized Agent
Qwner













Project Details

Installation Information
Please select all installation items that apply.

Estimated Cost (Job Value):

Air Conditioning Drains: Units
Unit Type: Select- .

Bath Tubs: Units
Closets: Units
Deep Seal Traps: Units
Dishwashers: Units
Drinking Fountains: Units
Roof Drains: Units
Floor Drains: Units
Floor Sinks / Hub Drains: Units
Disposals: Units
Water Heaters (Electric): Units
Fire Protection: Dollars

Step 8 — Uploading supporting documents. It there are relevant documents that need to be attached to
this application you have 2 options. 1) if you have already uploaded documents in your Account
Management section then you can click Select from Account or 2) you can upload directly from here by
clicking Add.

Step 3:Support Documentation >Support Documentation

In this page, upload documents to support your application.

*indicates a required field

Attachment

Select document from account

e, provide a description, and click the "Save” button
to attach it to your application.

Or add right here
The maximum file size allowed is 1000 MB.

ade: ;htm;htmUins:ispijar;jsgeh g = ad

Name Type Latest Update Action

No records found.

=
Continue Application » Save and resume later



File Upload

The maximun file size allowed is 1000 MB.

are disallowed file types to upload.

Click Add to open your file navigation and navigate to the file you want to upload. Click Continue.

You will need to add a description, select the type, and then Click Save. You can add additional
documents if needed.

*Type: N Remove
. . Select Type
Statement of Special Inspections v ¢
Q«
File:
|Accela Citizen Access (ACA) Tutorial -
Building Permits and Planning
|Applications.pdf l .
nsert required
100%
* Description: description here
-

Test file /

Z

spell check

Also Attach To

--Select-- v

Save I Select fru m Account

Continue Application »

o =

then Continue
Application

Step 9 — Review Application. You have an opportunity to review all the information entered for this
application and have the opportunity to make changes to any section by clicking the Edit button on the
far right of the section. When you are finished reviewing click Continue Application.

Step 10 — Pay Fees. Review the fees and click the Check Out button at the bottom.



Commercial Plumbing Permit

1 2 Application 3 Support

Information Documentation 4 Review 5 Pay Fees & Record |ssuance

Step 5:Pay Fees

Listed below are preliminary fees based upon the information you've entered. Some fees are based on the quantity of work items installed
or repaired. Enter quantities where applicable. The following screen will display your total fees.

Application Fees

Fees Oty. Amount
Base Permit Fee 1 $20.00
Data Processing Fee 1 54.00
Surcharge 1 55.00
Credit Card Use Fee 1 $0.75

TOTAL FEES: $529.75
Note: This does not include additional inspection fees or transaction fees which may be assessed later.

You will be taken to the Cart. If there are more than one application in your cart you will need to select
which or all that you want to pay for at this time. Click Check Out again and the payment information
form will open. Enter all necessary credit card information and Click Submit Payment.

Once you have successfully paid the fees you are taken to the receipt page where you can view and
print.
Receipt
Your application(s) has been successfully submitted.
Please print your record(s) and retain a copy for your records.

Transaction fees in the amount of 2.6% of the payment are changed by our payment processor. Elavon, in a separate transaction.

By completing this payment. you accept the Elavon payment processor terms and conditions. Please see the link below for more
information.

https://elavonconverge.blob.core.windows.net/con/ElavonServiceFeePrivacyPolicy.pdf

Print/View Receipt

125 E SHELBY DR, MEMPHIS 38109

ELEV-APP-
000078 View Receipt Copy Record

Print/View Receipt



Step 11 — Check Status of Application. You can now go to the main page under “Construction
Enforcement” and see the application listed below.

Home Planning & Zoning Applications [ebhagltailh 3 lioI-1 - 8l Licenses, Signs, & Elevators  Engineering Permits  Memphis Fire

Create an Application Search Applications Schedule an Inspection

Click on the Record Number field below to select record

Click here to get details

Show on Map and status of application

Showing 1-3 of 3 | Download results | Add to collection | Addto cart | Copy Ragges

tecord Type Project Name Address Status

22TMP-020443 04/20/2022 Commercial Plumbing Permit 60 NB B KING BLVD. MEMPHIS

38103





